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ongratulations on receiving your award from the U.S. Department of Justice,
Office of Community Oriented Policing Services (COPS). Through the Advancing
Community Policing program, COPS provides funding directly to state, local, Indian
tribal and other public law enforcement agencies that plan to institutionalize community
policing by changing existing organizational structures or through
the development of a Community Policing Demonstration Center.

This Advancing Community Policing Grant Owner’s Manual will For assistance, call the GOPS Office
assist you with the administrative and financial matters associated gt 1-800-421-6770.

with your project. It was developed by the COPS Office in con-

junction with the Office of the Comptroller (Office of Justice

Programs) to ensure that COPS awardees clearly understand and meet all require-

ments of the program. Please do not hesitate to call the COPS Office if you need assis-

tance with the implementation of your project.

Thank you for providing us with the opportunity to work in partnership with your
community.




GLOSSARY OF TERMS

ACP

ACP is an acronym for “Advancing Community Policing.”

Allowabhle costs

Allowable costs are costs that will be paid for by this grant program. The ACPprogram
provides for the salaries, overtime and approved benefits for sworn law enforcement
officers and support personnel; equipment and technology; and training and/or trav-
el that has been approved by the COPS Office. Upon review of your submitted budget,
any nonallowable costs were removed, and your total budget amount was adjusted
accordingly. A copy of the revised budget clearance memorandum from the Office of
the Comptroller (Office of Justice Programs) identifying these revisions is included in
your award package. Costs allowable under ACP are located in Appendix A.

Authorized official

The authorized official is the individual in your agency who has final responsibility for
all programmatic and financial decisions regarding this award. This person also may
be the Program Director.

Backfilling

Backfilling means replacing existing personnel who have been redeployed into a
grant-funded position with new personnel. To avoid supplanting, a grantee who
moves a current employee into a grant-funded position must hire an additional
employee to fill the position the current employee vacated. See the definition for sup-
planting below.

Catalog of Federal Domestic Assistance (CFDA) number

The CFDA is a governmentwide publication orchestrated by the General Services
Administration. It is published annually. The CFDAcontains a description and index of all
forms of Federal assistance available from the Federal government. Each grant-making
agency is responsible for submitting descriptions of its programs. Each program is assigned
a “CFDAnumber” by the editors of the catalog. The CFDAIs used by auditors in tracking
grant revenues under the Single Audit Act and used by the state Single Points of
Contact in conducting the required intergovernmental reviews under Executive Order
12372 in those states that participate in that program. The COPS CFDAnumber is 16.710.




Cognizant Federal Agency

Your Cognizant Federal Agency is generally the Federal agency that provides you with
the most Federal money. Your Cognizant Federal Agency may have already been
assigned to you by the Office of Management and Budget.

If this is the first Federal grant that your organization has received, the U.S. Department
of Justice (DOJ) is your Cognizant Federal Agency. If the DOJ is your Cognizant
Federal Agency, your audit reports should be sent to the regional audit offices of the
the U.S. Department of Justice. A list of the audit offices is provided in Appendix D.

Cooperative Agreement

A cooperative agreement is used as an instrument for funding when there will be sub-
stantial involvement between the Federal agency and the recipient of funds in the
implementation of the funded project. While not explicitly defined, “substantial
involvement” encompasses more than routine monitoring or auditing of products or
compliance with the administrative requirements of the funding. It may include actual
participation and joint efforts with the COPS Office, but does not include direct COPS
Office supervision or control. While cooperative agreements usually require more
communication and coordination between the Federal agency and the recipient, coop-
erative agreements also can allow for more flexibility in the redirection of the project
or funding if necessary. If you require more information about the differences between
a simple grant and a cooperative agreement, contact the Community Policing
Demonstration Centers team leader at 1-800-421-6770.

COPS Office

The Office of Community Oriented Policing Services (COPS) is your “grantor agency”
for your Advancing Community Policing award. The COPS Office is responsible for
administering your grant for the entire grant period. You can reach the COPS Office at
1-800-421-6770.

Grant

A grant is an award of financial assistance, including cooperative agreements, in the
form of money or property in lieu of money, by the Federal Government to an eligible
grantee. (See 28 C.F.R. 66)

Grant advisor

Your grant advisor is your point of contact with the COPS Office for administration of
your grant program.
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Grant number

Your grant number will be in the following format: 97-OC-WX-# # # # if you received
an Organizational Change grant, or 97-PA-WX-K # # # if you received a Community
Policing Demonstration Centers grant. The number can be found on your grant Award
Page. It is assigned by the Office of the Comptroller and should be used when corre-
sponding with that office. This will aid the Comptroller’s staff in determining to which
grant you are referring.

Obligation of funds

Federal funds are considered “obligated” when the grant award document is signed
by the director of the COPS Office or his designated official. Funds are reserved against
the grant until all grant monies are spent or refunded to the Federal Government.

ORI number

The Originating Agency Identifier (ORI) number is assigned by the FBI as a law
enforcement agency’s identifier. The first two letters are your state abbreviation, the
next three numbers are your county’s code, and the final two numbers identify your
jurisdiction within your county. It is also a shortened version of the law enforcement
agency’s National Crime Information Center (NCIC) identifier. If your agency does not
have an ORI number assigned by the FBI, the COPS Office assigns a nonofficial ORI
code to use as an agency identifier (the last 2 digits will be “Z” if your code is a nonofficial
ORI code). It can be found on your award document.

Overtime

Overtime refers to paying currently employed sworn officers, or support personnel,
additional monies for working additional hours beyond the normal work week to
engage in activities related to this grant. For purposes of this grant, an overtime wage
is the amount paid for each hour of overtime service.

Prior approval
Prior approval is documentation evidencing COPS Office consent prior to incurring a
specific cost.

Program Director

The Program Director is the point of contact assigned by the awarded agency to serve
as the primary liaison to the COPS Office. The Program Director is responsible for the
daily management and operation of the Community Policing Demonstration Center’s
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activities. The Program Director must ensure compliance with the conditions of the
award and implement the program in accordance with the approved application and
other documents.

Program income

Program income is the gross income received by the grantee or subgrantee that is
directly generated by a grant-supported activity or earned only as a result of the grant
during the grant period.

Supplanting

For the purpose of your COPS grant, supplanting means to use Federal COPS funds to
replace state or local funds which otherwise would have been spent on law enforcement
purposes. You are prohibited from supplanting throughout the award period, which
means that you may not use COPS funds to pay for any sworn officer or civilian position
who otherwise would have been employed, or purchase anything with COPS funds
that otherwise would have been purchased, with state or local funds in the absence of
the COPS program. COPS funds must instead be used to supplement your budget. For
further information, please review grant condition #3 and/or contact the COPS Office
Legal Division at 202-514-3750.

Ven number / EIN number / Vendor number

This number is usually your agency’s Federal identification number as assigned to you
by the IRS. In some cases, the EIN has been previously assigned to another agency
within your jurisdiction. In that instance, a new vendor number will be assigned to
you by the Office of the Comptroller. The new assigned vendor number is to be used
for grant administration uses only and should not be used for IRS purposes.
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In order to officially begin your grant, you will need to review the Award Page and
grant conditions, sign the new Award or Modified Award Page and return it to:

COPS ADVANCING COMMUNITY POLICING CONTROL DESK
Office of Community Oriented Policing Services (COPS)

1100 Vermont Avenue, NW

Washington, DC 20530

You will be able to draw down grant funds after:

1. The COPS Office approves your budget.

2. You sign your Award Page or Modified Award Page and return it to the COPS
Office.

3. After steps one and two are completed, you may begin drawing down funds
through the LOCES or PAPRS systems.

THE AWARD PAGE

The Award Page contains the preprinted names and addresses of your law enforce-
ment and government officials. If this information is incorrect or has changed, please
correct it on the enclosed change of information sheet. The award also indicates your
official grant funding amount, the award number, the award date and the grant period.

The award start date for your grant is located on the enclosed Award Page. This
means that any allowable costs you incur on or after the award date will be reim-
bursed by the COPS Office. The duration of your ACP grant is one year.

Your grant award number is in this format: 97-OC-WX-# # # # (Organizational Change
grants) or 97-PA-WX-K # # # (Community Policing Demonstration Centers grants). It
is used for financial purposes and should be referred to when dealing with the Office
of the Comptroller.

Your ORI number begins with your state abbreviation followed by numbers and/or
letters. This number is assigned by the Federal Bureau of Investigation for use in tracking
crime statistics for the Uniform Crime Report. The COPS Office tracks programmatic
grant information using your ORI number.

If you have any questions regarding your grant, please refer to your grant award number
or your agency’s ORI number, and we will do our best to assist you.



What is a Modified Award?

In a small number of cases, a Modified Award Page may be included in this mailing.
The final grant amount on this document may differ from the estimated amount on
your original Award Page, because the final amount is based upon your approved
budget. If you are receiving a Modified Award, take careful note of the change between
your estimated amount on the original document and the actual amount of the
Modified Award. If you have any questions about the modification, refer to your budget
clearance memorandum. If you still have questions, please contact your financial analyst
at 1-800-421-6770. After you review and understand this document, please sign it,
make a copy for your records and mail the original back to the COPS Office.

GRANT CONDITIONS

By accepting this grant, you are entering into a partnership with the U.S. Department
of Justice, Office of Community Oriented Policing Services (COPS). As part of that
partnership, you agree to a number of grant conditions (and possibly additional con-
ditions specific to your agency). These conditions are listed on the back of the enclosed
award document. The section that follows describes in detail each of the grant condi-
tions, their rationale and their implications. It also addresses many commonly asked
questions.

Reasons for grant conditions

The requirements of your ACP grant are established within:

* The Public Safety Partnership and Community Policing Act of 1994 under which the
COPS Office was established; and

e Applicable rules, regulations and policies issued by the U.S. Department of Justice,
Office of Management and Budget (OMB), the General Accounting Office (GAO),
and the United States Treasury.

Alist of source documents for this booklet is provided in Appendix B. You may request
copies of any of these materials from the Office of Administration, Publication Unit,
Room G 236, New Executive Office Building, Washington, DC 20503, or from either the
COPS Office or the Office of the Comptroller.

The following is a review of each grant condition.



#1  Drawdown of Funds

Grantees which have been awarded funding for the procurement of an item in excess of
$100,000 and have already identified a vendor must provide a written sole-source justification
to the COPS Office prior to obligating, expending or drawing down grant funds for that item.

Rationale:

In general, grant recipients are required to procure funded items in a way that ensures
open and free competition to the greatest extent possible. However, in some instances,
grantees may have already determined that competition is not feasible. In those cases,
you must provide a written explanation justifying procurement from a single source.

Action:

If you have received an award for an item or service in excess of $100,000 and have
already identified a vendor through the solicitation of only one source, you must provide
a written justification that explains why it is necessary to contract noncompetitively.

The initial determination that competition is not feasible can be made if one of the fol-
lowing circumstances exists:

———— ] The item or service is available only from a single source; or
: ; 2. A iti licitati 1 irable del
By accepting this grant, you agree c0n.1pet1tlve S0 1c1:tat10‘n. would create an unde81'rab e delay
. affecting the grantee’s ability to meet program requirements; or
to a number of Urﬂm conditions. 3. A number of sources were solicited but were considered inade-
quate.

The COPS Office will review your request and the supporting information which you
provide and will make a determination as to whether or not an exception can be granted
to the general rule regarding competition. Please use the format described in Section
I, “Procurement Procedures,” when submitting your justification for noncompetitive
procurement.

#2  Mlowable Costs

The funding under this project is for the payment of salaries, overtime and approved benefits
for sworn law enforcement officers and support personnel; equipment and technology; and
training andfor travel that has been approved by the COPS Office. The particular areas for
which your grant has been approved are listed on the budget clearance memo which is included
in your award packet.

Rationale:

The ACP program is meant to help policing agencies further develop an infrastructure
to institutionalize and sustain community policing practices. The allowable costs
should be used to further this goal.



Action:

OFFICER AND SUPPORT PERSONNEL SALARY AND BENEFITS - To be eligible for payment
under the grant, a salary must be reasonable for the services rendered and must be
paid to a person appointed under the law or rules governing hiring by your agency.
Salary payments must be based on payroll records. Payroll records must be supported
by time and attendance records or their equivalent.

Fringe benefits may be paid if they are part of a reasonable compensation package
offered to your employees. Particular items of fringe benefits must fall within the cat-
egories authorized by the COPS Office. Authorized fringe benefits include FICA,
Social Security, health insurance, life insurance, vacation, sick leave, retirement, worker’s
compensation and unemployment insurance.

EQUIPMENT AND TECHNOLOGY - To be eligible for payment under this grant, the purchase
of equipment and technology must meet the guidelines described in 28 C.F.R. 66.

OVERTIME - To be eligible for payment under this grant, overtime must be the wage nor-
mally paid for each hour of overtime service to currently employed sworn officers, or
support personnel, for working additional hours beyond the normal work week to
engage in this grant program’s activities.

TRAINING - To be eligible for payment under this grant, training costs must directly con-
tribute to the performance of individuals involved in this grant program. This training
must be pre-approved but may be gained at local, state or national conferences, seminars
or classes on the topic area addressed by your grant program.

CoNsULTANTS / CONTRACTS - The COPS Office requires written justification of any con-
sultant or contractor rate which exceeds $250 per day. Specific and detailed justification
must be submitted to and approved by the COPS Office prior to obligation or expenditure
of such funds.

Section IV of this manual outlines the types of records that must be kept by you to
ensure that you have followed this grant condition. As long as funds are spent on the
salary and benefits, equipment and technology, overtime, or training costs that are
documented in your application and were approved by your financial analyst, this
grant condition will be satisfied.

#3  Supplementing, Not Supplanting

ACP grant funds must be used to supplement, and not supplant, funds for activities that would

have taken place in the absence of this grant. Grantees receiving Federal funds to pay for the

salary and benefits of a current employee who is being redeployed to the grant project agree to

backfill the resulting vacancy at the same time with the same level of local funding which other -
wise would have been spent on the employee’s salary and benefits.
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Rationale:

The Public Safety Partnership and Community Policing Act of 1994 specifically states
that Federal funds under the COPS programs may not be used to supplant local or
state funds which would be spent on law enforcement purposes in the absence of the
COPS grant.

Action:
OFFICER AND SUPPORT RESOURCES - To meet this grant condition, you must ensure that:

Each officer or civilian employed under the Advancing Community Policing
grant program is newly hired on or after the beginning of your grant period. If
current personnel are redeployed into this program, their positions must be back-
filled for an equivalent amount of time;

The officer(s) and / or civilian(s) that you are hiring brings your force to a number
over and above the number of officers and funded civilian positions that you had
on the date of your ACP grant program application;

During the life of your grant, you must continue to hire as many new, locally
funded officers and/ or civilians as you would have if you had not received your
grant. You may not cancel or postpone spending money in your budget that is
committed to hiring other new officers and/or civilians; and

You must take positive and timely steps to fill any vacancies that were created on
or after the date of your grant application by retirement, resignation or other reasons

with new officers and/or civilians other than your ACP program officers and /or

Example: If you are redeploying a current employee who would otherwise be paid
$30,000 in salary and benefits during the life of the grant project, you must at the
same time backfill the resulting vacancy by spending the locally budgeted amount
of $30,000 for either a newly hired employee or to pay overtime to cover the vacant
position during the life of the grant.

EQUIPMENT AND TECHNOLOGY - To meet this grant condition, you will need to ensure

that:

Equipment or technology purchased is in addition to purchases that the grantee
is obligated or funded to make in the current budget. Funds currently allocated
to purchase equipment or technology may not be reallocated to other purposes or
refunded upon the award of an ACP grant.

OVERTIME - To meet this grant condition, you will need to ensure that:



e Overtime exceeds expenditures that the grantee is obligated or funded to pay in
the current budget. Funds currently allocated to pay for overtime may not be reallo-
cated to other purposes or refunded upon the awarding of a COPS Advancing
Community Policing grant.

TRAINING - To meet this grant condition you must ensure that:

e Any training provided by the ACP program is in addition to the number of hours
of training already provided by your agency. The training also should be different
in scope to any training currently provided by your agency. Funds currently allo-
cated for training may not be reallocated to other purposes.

NOTE: APPLICATION TO PARTNERSHIP AGENCY - This condition applies to all state- or
locally-funded agencies working in partnership with you under this grant. You are
responsible for ensuring that any state- or locally-funded partnership agencies use
COPS funds only to supplement, and not supplant, their state or local funding as
described in this condition.

#4  Fiscal Year and Cognizant Federal Agency

Prior to withdrawal of funds under this award, the recipient must provide the Office of the
Comptroller with the recipient organization's fiscal year and the name of its Cognizant Federal
Agency.

Rationale:

In order to ensure that your agency is in compliance with Federal audit requirements
and OMB regulations, the Office of the Comptroller and the Cognizant Federal
Agencies must coordinate tracking of all Federal funds awarded under grants. To
accomplish this, we need your cooperation in gathering the information.

Action:

This information was requested in the application you submitted for COPS Advancing
Community Policing. In most cases, this condition has been satisfied. However, if you
did not provide this information, your Cognizant Federal Agency is the Federal
department or agency that provides you with the most Federal money. It may have
been assigned to your jurisdiction previously. If this is your first Federal grant, your
Cognizant Federal Agency is most likely the U.S. Department of Justice. Please contact
your grant advisor if you have any questions about the identity of your Cognizant
Federal Agency.

#5  Travel Costs

Travel costs for transportation, lodging and subsistence, and related items are allowable under
the ACP program with prior approval. These costs will be considered reasonable and allowable
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only if such costs do not exceed the charges normally allowed by your jurisdiction. If your juris -
diction does not have a written policy with regard to travel costs, the rates and amounts estab -
lished under subchapter I of Chapter 57 of Title 5, United States Code “Travel and Subsistence

Expense, Mileage Allowances” or by the Administrator of General Services, the president or his

designee shall be used for travel under Federal awards (see OMB Circular A-87 “Cost

Principles for State, Local and Indian Tribal Governments”).

Rationale:
Either local or Federal travel guidelines should be used to determine travel expenses.

Action:

Requests for travel to specific sites made in the application budget section may be used
to attend training and technical assistance conferences, seminars or classes or to visit a
site specified in the application. You should be aware that lodging, meals and incidental
expenses related to the project and funded by the COPS Office shall be limited to the
established Federal rate or local rate for the geographic location of the training, technical
assistance or conference. Any exception to this policy must be justified as cost effective
and requires prior approval of the COPS Office and the Office of the Comptroller. Any
such per diem costs exceeding the Federal rate incurred without prior justification and
prior approval will not be allowed. Expenses for lodging, meals and incidental expenses
related to this project which were included in the application have been pre-approved
by the COPS Office.

#6  Assurances and Program Guidelines

The grantee acknowledges its agreement to comply with the assurances and certifications sub
mitted with the COPS Advancing Community Policing grant application.

Rationale:

Although the U.S. Department of Justice has made every effort to simplify the process
for applying for and receiving grants, Federal law requires us to seek your assurance
and certification regarding certain matters. Most of these assurances apply to all grants
provided by the Federal government.

Action:

When you submitted your original application, there was a list of assurances and cer-
tifications that you signed and included with your completed application. This condition
merely restates your agreement to comply with those assurances.

Another copy of the assurances and certifications is contained in Appendix C of this
manual. If you have any questions about them, please contact your grant advisor.

NOTE: By signing the grant award and agreeing to abide by the assurances and other
grant conditions, you are not necessarily signing “on behalf of” your partner or partners
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(when applicable), but you are taking responsibility for being the lead agency under
this grant. As the lead agency, you have the ultimate responsibility for ensuring that
all grant funds are used properly by your agency and by your partner or partners. The
lead agency is accountable for the use of COPS funds throughout the grant period,
whether those funds are spent directly by you or by a secondary participant in the
funded project.

#1  Revised Time Line

Grantees must submit a revised time line for implementation of their program within 45 days
of receiving this award. The time line should reflect any programmatic changes made as a result
of disallowed or reprogrammed costs.

Rationale:
In order for the COPS Office to adequately evaluate the development and progress of
your program, we need an accurate and up to date implementation plan.

Action:

Once you have received your grant award documents detailing what costs will be
allowed, you must submit a revised implementation time line similar to the one sub-
mitted in the original grant application. This time line should reflect changes that have
occurred due to delays in processing your grant application, as well as changes due to
disallowed items. NOTE: this time line must be submitted before you can receive any
payments.

#8  Reports

In order to assist the COPS Office in the monitoring of the award, your agency will be responsible
for submitting periodic Program Progress Reports and quarterly Financial Status Reports. As
those reports become due, your grant advisor will assist you with the Progress Reports, and
your financial analyst will assist you with the Financial Status Reports.

Rationale:

The Public Safety Partnership and Community Policing Act of 1994 and other Federal
regulations and policies require that financial assistance provided by the Federal gov-
ernment be monitored carefully to ensure the proper use of Federal funds. In addition,
the COPS Office seeks to document, on a continuing basis, the progress of our pro-
grams and our grantees.

Action:

This grant condition is to make you aware of your responsibilities in assisting us with
reporting requirements. These reports are discussed extensively in Section VI of this
manual. To meet this condition, you will be requested to complete periodic Program
Progress Reports and four Financial Status Reports per year. We are currently exploring
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ways to reduce the amount of reporting that an agency must do while ensuring that
adequate information is collected.

#9  Evaluation

The COPS Office may conduct or sponsor national evaluations of the Community Oriented
Policing Services (COPS) program and the Advancing Community Policing program. The
grantee agrees to cooperate with the evaluators to the extent practicable.

Rationale:

The Public Safety Partnership and Community Policing Act of 1994 states that evaluations
of the COPS program may be carried out or commissioned by the Attorney General to
further the purposes of the Act. The COPS Office plans to conduct evaluations to determine
what programs are working, how programs may be improved and why certain pro-
grams are working better than others.

Specifically, the COPS Office may assess the way in which you implement your com-
munity policing program. In some jurisdictions, COPS staff may study the effectiveness
of funded programs, projects and activities. Evaluators may collect information about
the programs’ effects on crime, victims of crime and the quality of life in communities.
In addition, they may ask questions about how residents feel about community policing
and how police officers feel about their work. This information will be useful to other
communities and police agencies across the country.

Action:

When evaluations are undertaken, you may be contacted in writing with specific
requests for information. In general, evaluators may need to speak with individuals in
your department, observe activities of your department, and obtain written reports
about and from your department. You may be asked to facilitate any site visits and
information-gathering activities. In addition, you may be asked to provide accurate
and timely information about your grant activities.

#10  Grant Owner's Manual

The grantee agrees to abide by the terms, conditions and regulations as found in the ACP Grant
Owner’s Manual and the Uniform Administrative Requirements for Grants and Cooperative
Agreements to State and Local Governments, 28 C.F.R. Part 66, or the Uniform
Administrative Requirements for Grants and Cooperative Agreements with Institutions of
Higher Education, Hospitals and Other Non-profit Organizations, 28 C.F.R. Part 70.

Rationale:

This manual has been tailored to inform you of the policies, procedures and regulations
that apply to your grant. You will be responsible for the information and rules contained
in this manual. More detailed guidance can be requested through your grant advisor.
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Action:

Please read the entire ACP Grant Owner’s Manual carefully prior to signing the grant
Award Page. If you have any questions, please contact your grant advisor to discuss
them. When you sign the Award Page, you should ensure that the proper reporting
and financial systems are in place to satisfy the requirements.

#11 Equal Employment Opportunity Plan (EEOP)

For grants of $500,000 or more (or $1,000,000 or more in grants over an 18-month period), the
grantee acknowledges that failure to submit an acceptable Equal Employment Opportunity
Plan (if grantee is required to submit one under 28 C.F.R. 42.302) that is approved by the Office
of Justice Programs, Office of Civil Rights, is a violation of its Assurances and may result in
the suspension of funds. For grants under $500,000, the grantee must submit a completed
EEQP Certification form and return it to the Office of Justice Programs, Office of Civil Rights,
within 120 days of the grant award, to:

Office of Civil Rights
Office of Justice Programs
810 7th Street, NW
Washington, DC 20531

Rationale:

The purpose of an Equal Employment Opportunity Plan (EEOP) is to ensure full and
equal participation of men and women regardless of race or national origin in the
workforce of the grantee agency. EEOPs do not impose quotas or hiring requirements.
The U.S. Department of Justice (DOJ) regulations regarding the requirements and content
for an EEOP for Federal grant recipients are fully explained in 28 C.F.R.§ 42.301 et seq.

Action:
DOJ regulations require you to prepare and maintain an EEOP if your organization:
¢ Has 50 or more employees; and
* Received a total of $25,000 or more in grants or subgrants; and
e Has 3 percent or more minorities in its service population. Even if there is less
than 3 percent of minorities in the service population, the DOJ regulations require
that the EEOP be written to focus on women.

If you meet the above criteria and:
* Receive over $500,000 (or a total of $1 million in grant funds during an 18-month
period), then you are required to submit an EEOP to:

Office of Civil Rights
Office of Justice Programs
810 7th Street, NW
Washington, DC 20531
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If you meet the above criteria, but your grant is for under $500,000, or you have
received less than $1 million in grant funds during an 18-month period, you need to
complete and return the one-page COPS EEOP Certification form within 120 days of
your grant award to advise us whether you have an EEOP in effect or whether you are
exempt from this requirement. If you need help preparing an EEOP, please consult the
“7 Step Guide to Preparing an EEOP” enclosed in your award package.

NOTE: If you have submitted an approved EEOP under another grant program, and that
EEOP remains in effect, you do not need to take any further action to meet this condition.

#12 Extensions

You may request an extension of the grant award period to receive additional time to implement
your grant program. These extensions do not provide additional funding. The COPS Office will
contact you during the last several months of your grant period to inquire whether or not you
need an extension. Only those grantees who can provide a reasonable justification for delays
will be granted no-cost extensions.

Rationale:

Under Federal regulations, grant extensions which merely request additional time, not
additional funding, require prior approval. Without an approved extension, your
funding will be automatically stopped 90 days after the end of the grant period.

Action:

In an effort to reduce the number of extensions during the grant period, the COPS
Office asks that you delay any request for an extension until the COPS Office requests
such information, and you are able to determine accurately when you expect the grant
to be over. If the COPS Office receives and approves your extension request, we will
ensure that you have continued access to your grant monies.

#13  Immigration and Naturalization I-9 Form

The grant recipient agrees to complete and keep on file, as appropriate, an Immigration
and Naturalization Service Employment Eligibility Verification Form (I-9). This form is
to be used by the recipients of Federal funds to verify that persons are eligible to work
in the United States.

Rationale:

Under Federal immigration law, all employers are required to take certain steps to
ensure that persons that are hired are legally permitted to work in the United States.
The Immigration and Naturalization Service Employment Eligibility Verification Form
(I-9) outlines the types of documents that an employer should review to confirm that
a new hire is eligible to be employed. The provisions of this law apply to employers
regardless of whether or not they receive Federal grant funding.

11



Action:

You do not need to submit any documentation to the COPS Office to satisfy this con-
dition. Rather, you should complete and maintain the I-9 forms for all new employees
under the guidelines set forth by the Immigration and Naturalization Service. For
information about this requirement, you may call 202-514-4316 or your local INS office.
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MATCHING FUND REQUIREMENT

Under the COPS Advancing Community Policing program, no local match is required.
It is likely that the COPS Office is funding 100 percent of the allowable items approved
in your budget summary, unless your agency exceeded the funding cap previously
stated for your grant.

COMMUNITY POLICING DEMONSTRATION CENTERS

Terms of Cooperative Agreement
Statement of Federal Involvement

The COPS Office has elected to enter into a type of grant known as a cooperative
agreement with your police department as the awardee of record under the ACP pro-
gram. Under a cooperative agreement, the Justice Department will be involved in the
enhancement of your law enforcement agency’s internal community policing efforts
while developing a structure for routine, effective delivery of services to other agen-
cies. Cooperative agreements are entered into when the Federal government plans to
have substantial, ongoing program oversight of the funded project during the grant
period.

In addition to the special conditions explained earlier, Community Policing
Demonstration Centers will have the following requirements:

—_

The awardee will establish a Community Policing Demonstration Center in accor-
dance with its approved application and will provide the services of a dedicated
Program Director as a single point of contact for administration of this cooperative
agreement. The awardee is responsible for all financial and administrative
requirements for this project as set forth in the Office of Justice Programs
Financial and Administrative Guide M7100.1D and as noted in grant condition #1.

N

The awardee will use the award funds to support a dedicated project staff and
Program Director to implement the program activities. The Program Director will
serve as the primary liaison to the COPS Office and will be responsible for the
daily management and operation of the Community Policing Demonstration
Center. In this capacity, the Program Director will ensure compliance with the
conditions of this cooperative agreement, as well as the implementation of this
project in accordance with the approved application and subsequent documents.



10.

The Program Director will ensure that a revised work plan and time line is sub-
mitted to the COPS Office for approval within 45 days of receiving this award.

The Program Director will be responsible for ensuring that all training and technical
assistance providers used by this Center have demonstrated expertise in community
policing or subject matters related to community policing and
are able to perform successfully specific training and technical

assistance tasks as required under this cooperative agreement [i you received a [}ummunity

and the original application.

Policing Demonstration Genters

The Program Director will provide a detailed task plan for the grant, you have entered into a

upcoming project activities to the COPS Office on, at least, a
quarterly basis. The plan will identify each partner’s tasks
and responsibilities and list the staff and/or consultants
assigned to each task. At the discretion of the COPS grant
advisor, the awardee may be asked to submit task plans on a
more frequent basis.

The Program Director will submit for approval or disapproval to the COPS Office
any proposed changes in key staff assignments to this project and any significant
changes in any partner’s role or responsibilities.

The Program Director will submit periodic Progress Reports on the status of all
deliverables to the COPS Office in a format that will be designated by that office.
At the discretion of the COPS grant advisor, the awardee may be asked to submit
Progress Reports on a more frequent basis.

The Program Director will notify the COPS Office of all major project-related
meetings, training and technical assistance activities, and conferences and ensure
that all partners receive sufficient advance notice of such events.

The COPS Office will evaluate this project in conjunction with local researchers
and/or evaluators. The awardee, in consultation with the COPS Office, agrees to
make reasonable adjustments to programs and activities in response to significant
points of the evaluation or feedback. Prior to the second quarter of the project, the
awardee shall have: (1) participated in a Centers research and evaluation conference
to determine what types of information/data will be gathered, and (2) verified
with local agencies or partners that do not attend the conference that the infor-
mation/data is collectable. Awardees who are unable to meet these requirements
must submit a detailed written evaluation plan and receive written confirmation
of the plan from the COPS Office.

The grantor agency reserves a royalty-free, nonexclusive and irrevocable license
to reproduce, publish or otherwise use, and to authorize other(s) to use, for
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12.

13.

14.

15.

Federal government purposes: (1) the copyright in any work developed under a
Federal grant, subgrant or cooperative agreement, or contract under a grant, sub-
grant or cooperative agreement; and (2) any rights of copyright to which an
awardee or grantee, subgrantee, or a contractor purchases ownership with grant
or award support.

The awardee may collect registration/conference fees, however, there are a few
restrictions. The registration/conference fee must be approved by the COPS
Office prior to advertisement and collection and special consideration for reduced
or waived fees must be given to agencies known to be experiencing fiscal hard-
ship. The fees shall be used to sustain activities after Federal funding has lapsed
and shall not be used to enhance the current project. Projects that generate income
must account for and report on 100 percent of the total income earned. The
agency must ensure that a system is in place to generate this report and the
agency shall report on the use of the program income to the COPS Office, even if
Federal involvement has ceased.

Your agency shall require each subrecipient to complete a Certification Regarding
Debarment, Suspension, Ineligibility and Voluntary Exclusion (OJP Form 4061/1)
pursuant to the Federal Register dated May 26, 1988 (28 C.F.R. 67.510), prior to
entering into a financial agreement with subrecipients. This includes consultants
who have critical influence on, or substantive control over, the award. The
awardee is responsible for monitoring the submission and maintenance of the
official documentation.

The awardee shall submit to the COPS Office one copy of all reports and pro-
posed publications resulting from this agreement twenty (20) days prior to public
release. Any publications (written, visual or sound, but not including press releases,
newsletters and issue analyses), whether or not published at government
expense, shall contain the following statement:

"This project was supported by cooperative agreement #

awarded by the Office of Community Oriented Policing Services, U.S.
Department of Justice. Points of view or opinions contained within this
document are those of the author and do not necessarily represent the
official position or policies of the U.S. Department of Justice."

Your agency agrees to consider and utilize, if feasible and desirable, information
and materials developed under complementary efforts funded by the COPS
Office.

Your agency agrees to obtain the approval of the COPS Office before expending

grant funds on noncompetitive contracts (including equipment purchases) in
excess of $100,000.
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Approval of this cooperative agreement does not constitute approval of consultant
or contractor rates in excess of $250 per day. Specific and detailed justification
must be submitted to and approved by the COPS Office prior to obligation or
expenditure of such funds.

The awarded agency agrees to comply with the organizational audit require-
ments of OMB Circular A-133. This audit must be performed in accordance with
GAO's Government Auditing Standards. The management letter must be sub-
mitted with the audit report. Audits must be submitted no later than 13 months
after the close of the awardee's audited fiscal year. An original and one copy of
the audit report must be submitted to the appropriate Regional Inspector General
for Audit. A list of regional auditors is contained in Appendix D.

Your agency must submit its corrective action plan with the audit report to the
DOJ Regional Inspector General for Audit if there are findings/recommendations
disclosed in the audit report. The corrective action plan should include: (1) specific
steps taken to comply with the recommendations; (2) a timetable for performance
and/or implementation date for each recommendation; and (3) a description of
monitoring to be conducted to ensure implementation.
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lease review the enclosed Uniform Requirements for Grants and Cooperative

Agreements to State and Local Governments. If you have any questions regarding
the Federal Government requirements that guide procurement procedures, please call
1-800-421-6770. All grantees must follow the regulations listed in 28 C.F.R. 66.36
Procurement.

JUSTIFICATION FOR NONCOMPETITIVE PROCUREMENT

If you wish to purchase equipment/technology or enter into a contract with an entity,
and the funding level would be in excess of $100,000, you must request, in writing, an
exception to the general rule regarding free and open competition. Your request should
be in the following format:

Paragraph 1 - A brief description of the project and what is being contracted for

Paragraph 2 - Explanation of why it is necessary to contract noncompetitively, including
the following;:

* Expertise of the contractor

¢ Management

* Responsiveness

e Knowledge of the project

¢ Experience of contractor personnel

* Results of a market survey to determine competition availability or, if one was not
conducted, explain why not

Paragraph 3 - Time Constraints
e When contractual coverage is required and why
¢ Impact on project if dates are not met
* How long it would take another contractor to reach the same level of competence
(equate to dollars, if desired)
Paragraph 4 - Uniqueness

Paragraph 5 - Other points that should be covered to “sell the case”

Paragraph 6 - A declaration that this action is in the best interests of the agency
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his section provides information about how you receive funds and gives answers
to payment-related questions. In your award packet, you will find documents to
help you set up access to your grant funds.

PAYMENT METHODS

There are two methods of payment that you can use to access your grant funds: PAPRS
and LOCES. In emergency situations, you may use the Revised H-3 (Request for
Payment) provided in your award packet; your use of the Revised H-3 must be cleared
with an Office of the Comptroller accountant prior to submission.

The following explanation of payment methods will assist you in determining which
payment method you would like to use to access your COPS grant funds.

PAPRS

PAPRS is the Phone Activated Paperless Request System. PAPRS ——
replaces the paper form H-3 (Request for Payment) by enabling
grantees to use their touch-tone telephone to request funds. The There are two methods of
system provides on-line information to grantees about the status of payment that you can use to
their requests and will auto.matlcally schedule approved payment access your grant funds:
requests for U.S. Treasury disbursement.

PAPRS and LOGES.

If you do not have a touch-tone phone, please contact the
Accounting Division help line at (202) 307-5909.

LOCES

LOCES is the Letter of Credit Electronic Certification System. LOCES is a modem con-
nection service that allows recipients of COPS funds to electronically request payment
from any of their grants and receive those funds through a direct deposit to their bank
account within 48 hours. It is suitable for agencies that have a computer and a dedicated
modem and desire flexibility in how much and when they request their payments.

How does LOGES work?

1. To make requests for payments through LOCES, you must have a personal computer
operating DOS 3.1 or higher. We recommend a 28.8 baud modem.

2. A complete LOCES form and manual package may be requested by contacting the
Accounting Division help line at (202) 307-6232. Once you complete and return the
LOCES Automation Survey form, your LOCES software will be customized for
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your use and forwarded to you. In addition, the Accounting Division can provide
technical assistance on using the LOCES system.

What are the benefits of LOGES?

The LOCES method is a completely computerized method of payment. It also allows
you to file your quarterly Financial Status Reports (SF-269) electronically.

SETTING UP YOUR ACCOUNT

How do I fill out the payment enroliment form?

One of the most important financial-related documents is the Automated
Clearinghouse (ACH) Vendor/Miscellaneous Payment (SF 3881) enrollment form. The
ACH Vendor/Miscellaneous Payment enrollment form needs to be filled out regard-
less of the payment method. The “Agency Information” section has been filled out by
our Accounting Division. Your agency needs to fill out the “Payee/Company
Information” section following the directions on the back of the form. You also need to
provide the grant number (printed on the Award Page) on this form. Then you must
get your financial institution to complete the “Financial Institution Information” section
and have the appropriate financial official sign the form. Once all portions have been
completed, return this form to the address printed at the top of the form before trying
to access funds.

Do | need a Financial Status Report to open my account?

As part of Federal auditing requirements, your agency has to complete a Financial
Status Report (SF 269) quarterly. Payment requests will be denied if the current SF 269
is overdue. Please make blank copies of both sides of the form provided in your award
packet and retain them for future use. This form is a report of the status of expenditures
(the amount of money that your agency has spent for the grant). The Financial Status
Report is due 45 days following the end of a calendar quarter (calendar quarters end
March 31, June 30, September 30 and December 31). Even when you have not expended any
funds during a quarter, the Financial Status Report should be submitted with zeros in
the appropriate spaces. When setting up your account, check to see when the last quarter
ended and fill out a Financial Status Report to reflect the amount of your agency’s
expenditures for the grant for that quarter. Submit the form along with the ACH
Vendor form. For the rest of the year, please submit Financial Status Reports no later than
May 15, August 15, November 15 and February 15. Completing the Financial Status
Report does not mean that you will be reimbursed for the amount you show as being
expended. You must still request payment through PAPRS or LOCES (see the section
on payment methods). For more information, see section VI of this manual on reports.
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PAPRS User’s Manual

Since most COPS grantees will use the PAPRS method to access grant funds (see the
section on payment methods), the PAPRS User’s Manual will be provided to you by
the Office of Justice Programs (OJP). Once you receive your OJP Vendor Number
(which may or may not be the same as your taxpayer identification number) and PIN
number, after returning the ACH Vendor /Miscellaneous Payment enrollment form,
you can follow the directions in the User’s Manual to access your funds.

If you are already a COPS Office grantee, you should have already selected one of the
two payment methods and filled out an ACH Vendor/Miscellaneous Payment (SF
3881) enrollment form. If you have any questions, please call the Accounting Division
help line at (202) 307-6232 for LOCES questions or (202) 307-5909 for PAPRS questions.

PAYMENT QUESTIONS

Can we receive advances?

Yes. If you receive funds through electronic transfer, the period allowed is ten (10) days in
advance. If you receive funds by Treasury check, the period allowed is 28 days in advance.

In general, the concept of “minimum cash-on-hand” applies to COPS grants. The minimum
cash-on-hand concept requires that you request funds based upon immediate cash
disbursement needs. You should time your request for payment to ensure that Federal cash-
on-hand is the minimum that you need to make your immediate payments. There should
be no excess Federal grant funds on hand, except for approved advances discussed above.

The Federal Government has four basic rules regarding advances. Advances can be
terminated if the grantee:

¢ Is unwilling or unable to attain project goals;

¢ Maintains excess cash on hand;

* Does not adhere to the terms and conditions of the grant; or

e Fails to submit reliable and/or timely reports.

How often do we request reimbursement of costs?

There are no definitive guidelines on how often you should request reimbursements.

Can we earn interest on our grant funds?

You should minimize the time between your draw down of grant funds and your
payment of grant costs. You need to account for interest earned on advance of Federal
funds as follows:
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* You may keep interest earned on all advances of Federal grant funds up to $250 per
fiscal year; and

e Annually remit interest earned (over and above $250 per fiscal year) on advances of
Federal grant funds to the U.S. Department of Health and Human Services,
Payment Management Systems, Rockville, MD 20852.

Why are you sending us a Revised H-3 (Request for Payment) form if we
cannot get paid this way?

You may need to use a Revised H-3 if you experience problems with either PAPRS or
LOCES. If you experience problems getting paid, first call the Accounting Division
help line at (202) 307-6232 for LOCES problems or (202) 307-5909 for PAPRS problems.
If they cannot fix the problem, an Accountant may request that you send in a COPS
Request for Payment (Revised H-3) form instead. You received one in your award
package; it has pre-printed information on the front and detailed instructions on the
back. You should make a copy of the Revised H-3 form and retain the original for other
emergency situations. Please follow the directions provided by the accountant if they
ask you to submit a Revised H-3.

If you have to use the COPS Request for Payment (Revised H-3) method, you will
receive payments to your bank account through direct deposit.

The Revised H-3 is also a good way to record your request for payment via PAPRS. If
you complete the form prior to making the phone call to PAPRS, the actual input of
data is less prone to errors. It is also a good practice to use the signature lines at the
bottom of the form.
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nder the Advancing Community Policing grant, you are required to establish and
maintain accounting systems and financial records to accurately account for
funds awarded and disbursed.

ACCOUNTING SYSTEMS

Your accounting system should:

e Present and itemize approved costs of salaries and benefits; show the actual costs of
salaries and benefits, equipment and technology, and overtime; and show the actual
cost of each item funded;

* Assure responsible use of grant funds;

e Assure that funds are spent in conformance with your grant conditions; and

* Be able to provide the necessary information for periodic financial review.

What records should be kept?

Your fiscal control and accounting systems should allow you to make accurate, current
and complete disclosure of the financial activity under your COPS ACP grant. Your
accounting records should contain information showing expenditures under the grant
and must be supported by items such as payrolls, time and attendance records, pur-
chase orders, canceled checks, or similar documents. You must adequately safeguard
grant funds and make sure that they are used for authorized purposes. You will be
responsible for refunding any expenditures that are disallowed by auditors.

How long should documents be kept?

All financial records — including payroll, time and attendance records, purchase
orders, canceled checks, and similar documents associated with your COPS ACP grant
— should be kept for at least three years from the grant closing audit report date. If any
litigation, claim, negotiation, audit or other action involving these records has been
started before the end of the 3-year period, the records should be kept until completion
of the action. These records should be easily located and should be properly protected
against fire or other damage.

You should maintain your records so that you can identify them by grant year or by
your fiscal year, whichever you find more convenient.

What if we have more than one grant?

If you have more than one Federal grant, funds received under one project may not be
used to support another project. Your accounting systems and financial records must
reflect expenditures for each project separately.
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Who may access our records?

Authorized Federal representatives, including the representatives of the U.S.
Department of Justice and the Comptroller General for the U.S,, may access these

records as long as they exist for the purposes of making audits, examinations, excerpts
or transcripts.
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AUDIT REQUIREMENTS

State and local governments, nonprofit organizations, and institutions of higher edu-
cation are governed by OMB Circular A-133, as amended. Whether an audit is
required under this circular is dependent upon the amount of Federal funds that can
be audited during the recipient’s fiscal year. If the organization receives $300,000 or
more per year in Federal funds, the organization shall have an organizationwide finan-
cial and compliance audit.

State and local governments, nonprofit organizations, and institutions of higher edu-
cation receiving less than $300,000 a year in Federal awards are exempt from Federal
audit requirements, but records must be available for review by appropriate officials
of the Federal grantor agency or subgranting entity.

Commercial (for profit) organizations shall have financial and compliance audits per-
formed by qualified individuals who are independent from those who authorized the
expenditure of Federal funds. This audit must be performed in accordance with
Government Audit Standards. The audit thresholds contained in OMB Circular A-133,
as amended, apply.

What is an organizationwide financial and compliance audit?

An organizationwide financial and compliance audit is an audit conducted by an indepen-
dent auditor covering the entire operations of the state and local government, nonprofit
organization, or institution of higher education. At the option of a particular government
entity, an organizationwide financial and compliance audit can be performed only on the
specific departments or agencies that will receive, expend or otherwise administer Federal
funds during the fiscal year, rather than on the entire state or government entity.

What is the purpose of an audit?

Audits review your administration of grant funds and specifically determine whether:

* You have established an accounting system which will provide reasonable assurance
that your organization is managing the COPS ACP funds in compliance with the
laws and regulations documented in this manual and in the assurances which were
part of your application. Your accounting system must provide for adequate review
and control by your authorized officials to provide accountability for grant draw-
down amounts; grant payments for salaries and benefits, equipment purchases,
contracted services, etc.; and bank account balances.

* You or your financial manager have prepared financial statements that are accurate
and that are in accordance with generally accepted accounting principles.
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* You have prepared financial reports — including financial status reports, cash
reports, and claims for advances and reimbursements — which contain accurate
and reliable financial data and are represented in accordance with the conditions of
your COPS ACP grant and this COPS ACP Grant Owner's Manual.

* You have spent the grant funds in accordance with the conditions of your COPS
ACP grant and provisions for Federal law that may bear on your financial statements.

If an organization receives
$300,000 or more per year in
Federal funds, the organization
shall have an organizationwide
financial and compliance audit.

What are the audit reporting requirements?

If an auditor becomes aware of any issues or illegal acts, the auditor is
required to give prompt notice of the problem to the management offi-
cials in your department. The management official is required to
promptly notify your Cognizant Federal Agency of the issues or illegal
acts and of the proposed and actual actions to solve the problem. The
COPS Office must inform the appropriate officials, including state and

local law enforcement agencies or prosecuting authorities, of any
known violations of the law within their respective area of jurisdiction.

Your auditor may request from you the Catalog of Federal Domestic Assistance
(CFDA) number for the Advancing Community Policing grant. That number is 16.710.

What is the due date of audit reports?

1. A grantee whose fiscal year begins before July 1, 1998, must submit an audit report
within 13 months after their fiscal year ends.

2. A grantee whose fiscal year begins on or after July 1, 1998, must submit an audit
report within 9 months after their fiscal year ends.

Where are the audit reports to be submitted?

You should submit reports of your audit to your Cognizant Federal Agency and to
other Federal agencies that provide direct Federal funding to your organization.

A Cognizant Federal Agency is generally the Federal agency that provides you with
the most Federal money. If this is the first Federal grant that your organization has
received, the U.S. Department of Justice is your Cognizant Federal Agency. In that
case, your audit reports should be sent to the Justice Department’s Offices of the
Regional Inspector General. In addition, a copy of your audit transmittal letter (cover
letter) addressed to the DOJ Regional Inspector General’s Office must be sent to the
Control Desk, Office of the Comptroller, Office of Justice Programs, 810 7th St, NW,
Washington, DC 20531.
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If this is not your first Federal grant, please check with your financial analyst or auditor
within your department to determine locally the identity of your Cognizant Federal
Agency. If you are unable to determine which agency this is, please contact your COPS
financial analyst.

What if there are problems with our audit report?

Your management officials will need to develop recommendations for timely action
that will resolve issues that the audit identifies. Prior to your audit, you should develop
policies and procedures for how your agency will respond to audit recommendations.
These policies and procedures should designate officials to be responsible for:

¢ Follow-up on audit findings;
* Maintaining a record of the actions taken on recommendations and time schedules;
¢ Responding to and acting on audit recommendations;

 Submitting periodic reports to the Cognizant Federal Agency on recommendations
and actions taken.
How are audit requirements monitored?

The Office of the Comptroller, in coordination with the COPS Office, will track audit
requirements. Audit reports will be tracked until all issues are resolved, and the audit
is closed.

How can our agency receive technical assistance with audit requirements?

The Office of the Inspector General at the U.S. Department of Justice is available to pro-
vide technical assistance to you in implementing audit requirements where the Justice
Department is your assigned Cognizant Federal Agency. You may receive assistance
on the following audit matters by contacting your Regional Inspector General (see
Appendix D for addresses and telephone numbers):

¢ Review of audit arrangements;
e Review of audit programs or guides to be used for the conduct of the audit;

* On-site assistance in performing the audit, when necessary, as a result of complex
problems that arise.
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What are the consequences of not complying with audit requirements?

Future grants will not be awarded to any grantee who has an overdue audit report or
an open audit report where the grantee has not attempted to respond or has taken no
action to resolve findings. You must be in compliance with the audit requirements to

receive grant funds. Exceptions to this policy are by the recommendation of the Office
of the Comptroller.
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eriodically, you will be asked to provide two types of reports - Program Progress
Reports and Financial Status Reports. Funds and future awards may be withheld
if reports are not returned or are excessively late.

PROGRAM PROGRESS REPORTS

How often will Progress Reports be requested?

Program Progress Reports will be distributed on a periodic basis throughout the grant
period. Grant recipients must adhere to all deadlines for the submission of these
reports.

What kind of information will these reports require?

These reports will request information on the status of ACP-funded activities, as well
as updates on the hiring of personnel and the purchase and installation of equipment
and technology. You will be asked about progress you have achieved in advancing
community policing within your agency.

How and when will these forms be sent?

These reports and instructions will be mailed to you in the next several months. You
also will receive periodic phone calls from your grant advisor regarding the status of
your grant. Your grant advisor or other representatives of COPS may make site visits
to your agency during the grant period.

FINANCIAL STATUS REPORTS

How will grant funds be monitored?

The Office of the Comptroller monitors the financial aspects of your grant through
financial reports, meetings, telephone contacts, reports, audits, review of grant change
requests and special request submissions. In specific cases, information may be
requested during an on-site visit.



How do we file Financial Status Reports under PAPRS?

Under the PAPRS system, you are required to complete and return quarterly Financial
Status Reports (SF-269) within 45 days after the end of the calendar quarter. These
reports request information on your monies spent and the unobligated amounts.

Much of the standard information will be completed by the Office of the Comptroller
for your review only. Blank copies of these forms may be requested through the Office
of Management and Budget’s Fax Info line at 202-395-9068. The fax-on-demand number
for the Financial Status Report is # 2691.

YOU WILL NOT BE ABLE TO ACCESS FUNDS IN THE PAPRS SYSTEM UNLESS
YOU HAVE SUBMITTED THESE FINANCIAL STATUS REPORTS.

How do we file Financial Status Reports under LOCES?

Under the LOCES payment method, you are required to complete and return quarterly
Financial Status Reports (SF- 269) within 45 days after the end of the calendar quarter.
However, you will have the option of completing those reports electronically each
quarter.

CASH RECONCILIATION REPORTS

The Office of the Comptroller, Accounting Division, will send a Cash Reconciliation
report twice a year. This report includes all cash activity related to your grant during
the period printed on the report. You will need to verify the accuracy of this report. If
the reflected information is accurate and in agreement with your records, no response
is necessary. If the information differs from your records, please write to the
Accounting Division and identify the differences.

REPORTING VIOLATIONS (FRAUD, \WASTE AND ABUSE)

If you suspect any alleged violations, serious irregularities or acts that may result in
the use of public funds in a manner inconsistent with the Public Safety Partnership and
Community Policing Act of 1994 or the purposes of this grant, please report such to the
U.S. Department of Justice Inspector General Hotline at 1-800-869-4499. We greatly
appreciate your cooperation to help us ensure that these Federal grant funds are spent
responsibly.
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Section Vii

WHEN THE GRANT PERIOD
HAS ENDED
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"CLOSING OUT" YOUR GRANT

ﬁ t the end of your grant period, the COPS Office is responsible for the "close out"
of your grant. To fulfill this requirement, we must determine that you, as well as
the COPS Office, have completed all of the work required of the grant.

When should all of the grant monies be spent?

Grant funds must be obligated by the end of the grant period. Obligated funds cover
expenses that you have incurred but not yet paid. Grant funds that have been obligated
have 90 days after the end of the grant to be paid out (expended) to you. Any grant
funds that you do not request payment for by the end of the 90th day will revert to the
COPS Office. Any unspent funds must be returned to the Federal Government.

Final reports

Within 90 days of the end of your grant period, the COPS Office will ask you to submit
final financial and Program Progress Reports. The final Program Progress Report and
its instructions will be mailed to you toward the end of your grant period.

We hope that this manual has assisted you with your grant questions. We welcome and
encourage any comments you have regarding COPS Advancing Community Policing
and the materials we are developing for its administration. If you have specific com-
ments regarding this manual, please send them to COPS ACP Grant Owner's Manual,
1100 Vermont Avenue, NW, 8th Floor, Washington, DC 20530. We will review these
comments and make revisions as appropriate.

If you have any questions about your grant, please call 1-800-421-6770 or your grant
advisor.
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APPENDIX A

Allowabhle Costs

he following information summarizes categories of allowable and unallowable

costs for funding from COPS under the Advancing Community Policing program
(hereafter referred to as “program”). The budget items must programmatically link to
the activities described in the proposal. While costs may be listed as allowable, the
COPS Office will determine the appropriateness of the requested funds for the activities
within each proposal. The burden to adequately demonstrate that the item requested
is directly related to the program is placed on the grantee, and the COPS Office may
delete any unlinked items without notification.

Although some of the statutory requirements for COPS grants have been waived for
the Advancing Community Policing program, the prohibition against supplanting
remains in force. That is, funds provided must be in addition to locally budgeted items,
not in lieu of these items.

Personnel
Allowable

Law Enforcement employees
e Salaries and benefits of new officers hired to work directly on this program

Salaries and benefits of new officers hired to allow for redeployment of existing

officers into the program
— Salaries and fringe benefits must be based on your agency’s entry-level salary

and entry-level fringe benefits
— Salaries and benefits can be used only for the new officer(s) and not the reassigned
officer(s)

* Overtime for existing full-time officers if they are redeployed to this program (The
COPS Office is unable to pay overtime to part-time officers.)

e Overtime for existing full-time officers working directly on this program to
attend training provided during hours outside of the officer's normal work
schedule

e Salaries and benefits of civilians or other support staff hired in order to redeploy
existing sworn officers into the program

Employees other than law enforcement officers
e Salaries and benefits of new employees hired to work directly on this program
e Salaries and benefits of new employees hired to allow for redeployment of existing
staff into the program
— Salaries and fringe benefits must be based on what your agency or locality
currently spends on the existing staff positions’ salary and benefits
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— Approved salaries and benefits can be used only for the new employee(s)
and not the reassigned employee(s)
e Overtime for existing full-time employees working directly on this program to
attend training provided during hours outside of the employees’ normal work
schedule

Unallowable

 Salaries and benefits of existing employees
e Salaries and benefits of grant writers or other staff that do not directly contribute
to the implementation or enhancement of the program

NOTE: When itemizing fringe benefits, FICA combined with Social Security cannot
exceed 7.65 percent. If you are not requesting reimbursement for FICA, Worker’s
Compensation or Unemployment, please make a note that your agency plans to cover
these items, as they are required benefits.

Travel
Allowable

* Reasonable out of town travel costs (lodging, meals and transportation costs, if
travel is over 50 miles from program location) in accordance with applicable
guidelines to visit other jurisdictions engaged in similar programs or to attend
conferences/ training directly related to the goals of the program

Unallowable

e Local travel costs (lodging, meals or transportation costs) within a 50-mile radius
of the program location

Technology and Equipment

NOTE: Any expenses under $5,000 per unit should be itemized under “Supplies.”

Allowable

* Technology and equipment that can be clearly linked to the implementation or
enhancement of the program. The burden is on the grantee to adequately demon-
strate this connection. (Some potential examples may include computerized
crime analysis software, mapping software or electronic bulletin boards to
enhance communication between police and citizens.)
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Unallowable

e Standard police issue equipment [includes patrol cars, mobile police units,
weapons, vests, accessories, “emergency equipment,” MDTs (MDCs and laptops
are allowable), and uniforms]

e Office furniture and equipment, such as copiers, shredders, desks, chairs, etc.

Supplies
Mlowable

e Supplies — such as copying, general office items, postage and others — if directly
related to the program

Unallowable

e Standard office supplies not directly related to the program

Construction

e No construction costs are allowable under this program

Consultants/Contracts
Allowable

e Consultant/contractor costs if they directly contribute to the implementation or
enhancement of the program (NOTE: Consulting and/or contractor costs may
not exceed $250 per day without prior approval by the COPS Office.)

e Consultant or trainer fees only for additional training that supplements, but does
not replace, any current training of new or redeployed officers, civilians and/or
community members in areas or topics that relate to the program’s goals

 Supervisory training related to the program

e Conference costs related to the program (registration fees, books)

Unallowable

e Training in topics not directly linked to the program

Miscellaneous
Allowable

¢ Performance evaluation development
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e Publications relating to the program and community policing

e Reasonable and appropriate community incentives (subcontracts, awards, etc.)

* Local evaluation costs (Examples of these costs include: small contracts with local
colleges and universities, in-house research staff costs, and focused technology
costs)

e Training development costs directly related to the program

¢ Costs related to survey development, survey administration and analysis of survey
information

¢ In-house newsletters

e Partnership or team-building costs including travel, focus group meetings and
other related activities (note, however, that meals and refreshments for meetings
are not allowed)

* Video production if directly related to the program

e Costs of community meetings and workshops, including reasonable room-rental
costs

e Internet access fees, online research services, etc. if directly related to the program

Unallowable

e Other miscellaneous costs that do not directly lead to the implementation or
enhancement of the program
e Meals or refreshment costs associated with meetings, etc.

ADDITIONAL BUDGET GUIDELINES FOR CENTERS

Research and Evaluation

At least 10 percent of the Demonstration Centers project budget must be allocated to
research and evaluation efforts. For funding requests exceeding $500,000, a partner-
ship with university researchers or other experienced independent evaluators is
encouraged if in-house capability cannot be demonstrated.

If the organization does not have such capabilities at this time, a Collaboration
Agreement with an outside agency with such research and evaluation skills should
have been submitted with the application. The Collaboration Agreement did not have
to have all research/evaluation activities clearly formulated at the time of submission;
however, the Collaboration Agreement should demonstrate that the partners have
agreed to a time line for the development of the research and evaluation projects.
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Cluster Conferences

Additionally, at least 5 percent of the total Community Policing Demonstration
Centers project budget must be allocated for cluster conferences that the grantee will
host. The grantee needs to clearly detail what types of topics the conference(s) will
cover and what types of jurisdictions or audiences will be involved or targeted to
attend.
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APPENDIX B

List of Source Documents
Primary Sources:
Public Safety Partnership and Community Policing Act of 1994, 42 U.S.C.

U.S. Department of Justice, Office of Justice Programs, Financial and Administrative Guide
for Grants, OJP M 7100.1D: May 15, 1990

Additional Sources:

Code of Federal Regulations (CFR)
28 CFR Part 66 Uniform Administrative Requirements for Grants and Cooperative
Agreements to State and Local Governments
28 CFR Part 67 Governmentwide Requirements for Drug-Free Workplaces (Grants)
28 CFR Part 69 Governmentwide New Restrictions on Lobbying

31 CFR Part 205 Treasury Department Regulations Implementing for Cash Management
Improvement Act of 1990

OMB Circular A-87 Cost Principles for State and Local Governments

OMB Circular A-33 Audits of Educational Institutions

Assurances for Universal Hiring (Included)

Executive Order 12547 “Non-Procurement Debarments and Suspension”

Executive Order 12372, 28 CFR, Part 30 “Intergovernmental Review of Federal Programs”
OMB Circular A-129 Managing Federal Credit Programs

4 CFR Parts 101-105 Department of Justice/ General Accounting Office, “Joint Federal Claims
Collections Standards”

5 CFR Part 1320 “Controlling the Paperwork Burden on the Public”
Executive Order 12291 “Regulations”

5 CFR Part 151 “Political Activities of State and Local Officials or Employees”



APPENDIX G

U5 Department of Justice
Orffice of Comununity Orented Policing Service s

Assurances

Sl pmorsions of Federal ko and poliey apply to allgmnt program s, W (the Cffice of Corrrmity Crierted Folicing Senrices) need o
sarum® your asumnes that you (the applicamt) will comply with these prowisions. Ifyou wowl like further nformation about any of

the matte = on which we seek: wourasumme, peas ontet us.

Ex wour authorize d mpm sntedive’ s sipnadure, pou azum wsand certify to us fhat wou willeomply with a kzal and admingctedie mquire-
ments that gowem the applicant for seceptanes and use of Fedemlgmnt funds b partiou i, jpou sszum usthat:

1. ow haore bee n kgally and offirially suthorized by the appoprisde
governing body (T @mmpls, mageoroT dty couned) b apply for this
grntand that the persns dgning the applimtion and these ser
aneson wourbe halfam suthorired o do 5o and o acton ypour

behalf with mapectio sany isues that mag ariza during pooe sing of

2. tou will comply with the providons of Fedeml Bosrwhich limit
cartain political actiritie s of your e mploye as whos principal sm-
ployment is in connection with an acthrty finaneed M wholk orin
part with thisgant Thess meirrtions am et forfh i3 52, § 1501,
atzag,

3. You will com pl with the minimum wege and masimum hours
pmvidons of the Fademl Fair Labor Stndards Act if fhey apply to
¥Ou.

4. tou will esteblish s ards, if wou haor not done soadmad g ©
pmhbitemplbogesimm wdng their podtions fora purposs that is,
or gires the appeamnes ofbeing, motivaded by ade dm for privats
gain for them salwes or othe =, particularky those with whom the ¥
hzore famiky busmess or other ties.

5. fouwwillgire the Department of lustice orthe Compiroler G nemd
aeres to amd the dight to exmming meors and doruments mhied to
the gmnt.

. You will com pl with all mquirements im pozad by the De part
ment of Fustice a5 a condition or adminishratine mquirment of the
grznt; with the program guidelines with the requirems nk of OME
Cipoulars A7 (goreming cost ealeulstions and A-12% or 4-153 (gor-
aming awdits); with the sapplisble provisons of fhe Cmnibus Cime
Contml and S Stmats Act of 1968, 5= amendad; with 22 CFF. Part
& Uniform Adm mishedive Baquirements; with the prorisions of
the cument edition of e appopoadke COPS grant owmer’s manual;
and with all other applicshle baws orders mguktionsor drubrs.

7. Youwill, to the extent practicable and eonsictent with applichl
Lo seely, meruit and him quadified memte = of meimland e thnie
minority gmupsand qualified women in omder to furthere fiactine
Lwenfomemant by incmasing their amlswithin the seom pod-
tons in your sgency.

8. Youwill not on the gmund of mes, colr, mligion, national oxgin,

gender, dimbility or age, unbosdu Ty exchide any person from pertie-
ipation in, denyy the benefite of o1 employment o any pe m=on, o1 sub-
jert any permm o dicerim mation in connaction with any progmm s
of sethrites finded in wholk orin part with Fe derad fund 5. Thasa
eiril ights requimments a® fiund in the non-diserimination prow
sionzof fie Omnibus Come Contmland Sate Stme & Act of 1968,
amended #2T15C.§ 5789(d); Title VI of the Chnl Rights Act of 1964,
s amendad @2 115§ 200d); the Indtm Chrl Bights At (25 TI5.C.
85 1301-130%); Section 504 of fhe Rehabilittion Actof 1973, & amand-
ed PRTTSEC §FM); Tifle I, Subtifle A of the fme feans with Disbi-
ities Aot (ADSY #2 TLSC, § 12104, et 2eq); the Age Diserimination
Letof 1975 $2 TS § 6101 etsaq): and Departme nt of Tustics
Hon-Dricerim ination Fegulations contained in Titke 22, Pasts 36 and
42 frubparts C, Tt E and G of the Code of Fademl Beguktions,

A In the a vent that any eourt or adm inistradine sgeney males 3
tinding of dismrimination on gmunds of rwea, eolor, mlirion,
naticnalodgin, ge nder, d ibility or age agadnst wou ader & due
process hearng, you agred to Drwamd & copy of the finding to the
Office of Civil Rights, Offics of Tustice Programs, 210 7th Stmet,
IO, Whshing ton, 0T 20631

E. Eyouam applyng Dragmnt of ¢b00,000 ormors and Depart-
ment mrulations @8 CFE 42 301 et g ) mquire you to abmitan
Equal Cpportunity Emp korme nt Flan, wou will do so & the ime
of thic application, if you hare not done soin the pect. If ypou are
applying for a grant of less than 4500000 and the mpubktions
QUi you to mamtain aFlan on fik in pouroffice, o willdo
=0 within 120 dsges of your gmnt saammd.

9. You will insure fhatthe fudlities underyourownership, lesc oo
supenizion which shallbe utlized in the accomplishment of the
project am notlised on the Envimnmen tal Pmtection Ageney's
(EE) Jist of Vo lating Faeilites smd that sow will notify us #f wow am
adwicad by the EFA ind ieating that a facility i be wsed in this gmmt
izunder condde mhion for listing by EP&.

10. H ypour state has estbliched a miewr and comment procedus
under Exeeutive Coder 12572 and hoe @ keted this progmm for
Ui w you hae made this application amdsble for mviwhy
the state Singke Point of Contaet.

11, You willdeviss apln to mtsin the mereas d hiring ol with
state and boeal funds after the conclusion of pour grant.

A dgtgrcardifroartace vl Mo sbone stwsr el Ml gorers de sipdeatior svd e o Medasl e,

Sygnakue:

Date:




U_S. Depar tment of Justice
Office of Compnnnity O e nted Policing e rvices

Certifications
Reganding Loblwng; Debarment, Sespersion and Other Responsiblily Matters; Drug-free MWorkplace
Regquirements Goordination with Affected Agencies; Nom-Supplaning; and Retention.

Although the Departm antof Justee has made every effort to stnplifirthe applicaton process, othey paorision s of Faderal ko
require Us to seelyouy certifiration regarding cevtain mathers, Applicants should wead the regulations cited belner and the
insteuctions for certification ncluded in the sgulstions to understand the requirern ants and whether they apply to a particular
applicant, Jignature of this form provides for comn plhanc e with certification requiramiants under 26 CFF Fart 68, "Tasr

Festri tions on Lobbyng," and 28 CFR Paet 67, "Govvernm entaride Debarment and Suspension (Ton procurement) and
Gowemniment-wide Requirernents for Drug-Free Whidgla & (Grants)." an d the coordination and non-su pplanting requirernents
of the Public Safety Partnershap and Community Folcing Act of 198, The cerbications shallbe treated as a matenal wepresen -
tation of far tupen which reliance willbe plac ed when the Depavtrnantof Justice detesn fnes to avard the cowered grant,

1 Lobying

Lz mquired by Seetion 1552, Ttk 51 of the U5, Code, and imple-
mented at 23 CFF. Fatt 64, for persons enkring ink a gentoreoop-
arative szmement owergl 00000, a5 defined at 28 FF. Fart 69, the
applieant eartifies thad:

Faderalbenefik by astate orFade ml court, or wohmizrily
excluded fmm cowared transsetions by any Feda ml dapart-
Ment or aEency:

(i) Haora not within a three-ye ar period preceding thic appli-
eationbean conviced of orhad aciviljudzment randerad
srainst tham forcommizsion of framd or & crim mal offens @

L. HoFedeml appopristed funds hawe been peid or willbe
redd. by oronbehalt of fie undersdgned. to any person forinflu-
aneing or stem pting to mfluence an offirer or em plogpes of angy
ageney a Member of Congress an officer oremployes of
Congess, or an emploge of aMember of Congess in connection
wifh the mading of any Federalgrant; the entering into of anye
conperative agreament;and fhe extension, continuation, @ nawel,
amendment ormodifiwtion of angy Fedemlgmmt or eooperatin
srmament;

E. Ifsny funds ofhe rthan Fedeml appmposted funds hawe baen
peid or willbe paad o any persomn for mfluencing oratem pting
to inthue nee an offiver or em plojres of any sgency a Membarof
Congmez, an officer orem ploysa of Congmes or sn emplotse of
a MEmber of Congress in connaction with this Fadersl grant or
cooperatine agreament, the undersigned shallcomplete and sub-
mit Standsad Form — LLI, "Trisclosum of Lobbying Activibes" m
accomanes with its metuetions

C. The undersigned shall mouire that the bnguage of thic certifi-

wonma etion with obizining, attem pting to obizin, o perform-
g publhic (Federal, state or bea]) tensetion orcontmet under
a publie transetion; viekdon of Federal or sate antibrust
swintes oreommizsion of ambe zrlement, thett, forgenz
brbery fltication or destruetion of meords, making &le
swEments, or meedring stokn prmperty

(i) A not pesently mdickd fororothensis cominaly or
cirlly charged by agow mmentala ntity (Federal, sate or
Leal) with commission of sy of fhe offens canumaerated in
el ph () (i) of thiscarfifiration; snd

() Haore not within a thme-sear pariod preeading this appli-
cation had one ormor public tensctions (Rdesl, st or
Tcal) frminated foreauss or defsult; and

E. Whemr the appliemt i unsble to cortify to anp of the sede-
mentzin this cartificadion, he orzhe shall attzeh sn explansdion to

eationbe induded i fe awerd documentsforallibasends ¢ 2 CYAETree Vedkplane iGamees Other Tran Tncividisls)

alltie = fnelding subgrants, contrets under grants and coopem-
tore agreeme ks, snd subcontmets and that sllsub-meipients
shall eertify and diselze accomdingly.

Lz mquimd by the Drug-Free Wodplace Act of 1988, snd impl -
mented at 28 CFF Fart 6F, Subpart E forgmne es s dafined &t 22
ZFE. Fart 67, Setions 67 615 and 67 620 —

L. The applicant certifies that it will, orwill continue to, pmoade
A drug-fee workples by
{{i Publishing a sement notifying em plooweas fhat fhe
unlzoaful mamufatue, dErbution, d Epensing, posesdon or
w2 ofacontmled substanes i prohbited m the gmmnes &
vorkplace and specifying the artions fiat willbe tken agsinst

2 DCebanvent, Sispension and Cther Fes porsibility hiattes
(Ditect Fedpdert)

L mquired by Ezecutire Coler 125349, Cebament and Suspension,
smd implemanted at 2 CFF. Fart 7. r poospectine pactidpants m
primany covemd tensetions, asdefined at 22 CFF, Fart 67, Secton
&7 510 —

L& The applicant certifies fatitand s principals

) £Am not presenfly debarmd, suspended. proposad for
debarme nt dackmed melizghle. ®ntenced to a denmlof

am ployees for viokation of such prohbdion;

(i) Estblishing an on-going drug-fme aousme nes program to
inform am plojpess Aot —
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(3 The dangers of drug abuse in the wodplace;

b) The grantes’ policy of maintdning adrug-fres wodphes:

o) Any somibbl drug counseling, mhabibiation and em ploy-
88 aEictanece progmms; snd

(d) The penatties that mapybe imposed upon emploaa s for
drug-sbue violatons cecurming i the workphbes:

(fifj Maling it mquirment that each em plosses to be
angazad in the pe formamee of the grantbe ghren & copay of
the shiement mquird by pasgraph §;

(i) Motifing the employes in the stadema nt mquied b
perarph () that, 2= a condition of emplyment under the
zrnt, the emplogze will—

[ Abide to the terms of the smtement; snd

b1 Motify the am plooperin writing of hiz or her eonwietion for
a violstion of aeriminal dmyg satuke oreurmng in the work-
place no ks than fine mbndardapsater auch conviction;

) Motfying the ageney, in writing, within 10 calendar dage=
afterracaiiing notice under ab pamgmph (o) b fmm an
amplowes o othensics meadring artual notiss of such conide-
tion. Emploersof convicked em plogpees must prowdde noties,
meluding position tifle, to; QOFS Cffirs, U0 WEomont e,
TN Whehing ton, DC 20630, Motics shall inchude the identifi-
cation numbenz) of each adfeckd gmnt;

{1 Taling ona of the following actions within 30 ealendsr

dayz of meairing notice under subpamgraph (i), with
mepect fo any em plojes who is o concked —

(o) Taldng appmprae peronnelaction aganst sauch an
amplogee, up to and inclwding temm mation, consisent with
the mquirmenteof the Bahsbibaton Aet of 1973, 2 amend-
ad; or

b} Baquiring such emplogsee to peartivipate sadicteioniby i &
drug Fbuse asdsanes or mhabilifaton progrsm appoved for
such purposes by a Federal, stade or sl he alth, Lawrenfomwe-
mant or ofhe rap proprisde azeney;

(vi) WEking & good fith effort © continue © maintin
drug-fms workphes through im pleme ntdion of paegmphs
0. i (48], (o). () amd (.

Crantee Wame and Addw =

E. The grantee may meart in the space provided bekosrthe sie g
for the perbmance of work done in connection with fhe sperifie
st

Flaen of performanca (sheet ad dwes dby county, sade, sip eods)

Check O if ther a® workplaceson file that ame not dentified
hem.

Saetion 67 A30 0f the eruktions prowides that a grantes that isa
sl magreket to made ona certification in each Fade ml fioml
weal 3 0op of which should be included with each apphieation
for Department of Tustiee funding . Statezand stade sgenciz may
ket o usa OTF Form 40617,

Thaelk: O 1 the tote has elackd o complets OTF Fomm 40617 .
1 Goordiretion

The Fublie Sety Fartnership and Commu nity Policing £et of 1904
wquirs Appleants to certify that fem hasbeen appmprae woondi-
Tadion with all ameneies fiat magte afeeted bar the apphiean ts grant
poposal if approved. Affected apenci smay include , among others,
the Ceifiee of the TTnited Sades Ltomey, sate orlocal progeutors, or
cormetional agencies. The applicant certifies that therw hashean
Appmprak coomdination with all affectad agencies.

5 Mon-Sgpiating

The appliant hewbyr cartifies that Fadersd funds willnotbe wsed o
mplace orsupplant stade or beal fund s, or funds supplied by the
Burezu of Indizn Affrire, that would, in fhe dznee of Faderal s,
be made aedablke o or Dr Rwrenforcement purposes,

& Fetenfion
The appliant hembor certifies that it under=tamds that it must zhide

by e aubmitted pn 0 wisin the addiionsd officer podtions at fhe
conelwdon of the gramt pariod.

Applivation o, and for Pmject ITama:

Crantes IR WEndor Humber:

Typed Mamea and Titk of Lawr Enforsement Faprasantiti:

Hanatum:

Lak:

st duly @dhorizad mpmsertaliog of the gowereing body, [hemeby condry that the T aw binding the goverming body to the ahow centifica-
tions, debudingthe plan to mhein Bedims of s oficdals will pot slieme the gonersing body of s obligations wouterthis grast

Typed Mame and Titk of Cremment Fepmsentadia:

Hgnatum:

ek :
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APPENDIX D

Regional Offices of the Inspector General for Audit

Regional Audit Office

Geographical Area of Responsibility

Clark F. Cooper, Atlanta, Regional Inspector General
for Audit

101 Marietta Street, Suite 2322

Atlanta, GA30323-2401

Voice No. (404) 331-5037; Fax No. (404) 331-5046

Alabama, Florida, Georgia, Kentucky,
Mississippi, North Carolina, Tennessee, South
Carolina, Puerto Rico, Virgin Islands

Robert C. Gruensfelder, Chicago, Reg. Inspector
General for Audit

500 West Madison, Suite 3510

Chicago, IL 60661-2550

Voice No. (312) 353-1203; Fax No. (312) 886-0513

Mllinois, Indiana, Iowa, Kansas, Michigan,
Minnesota, Missouri, Nebraska, Ohio,
Wisconsin

George W. Stendell, Dallas, Regional Inspector
General for Audit

207 S. Houston St., Box 4, Room 575

Dallas, TX 75202-4724

Voice No. (214) 655-5000; Fax No. (214) 655-5025

Arkansas, Louisiana, New Mexico, Oklahoma,
Texas

David Sheenen, Denver Area Assistant
Regional Inspector General for Audit
Colonnade Center Federal Building

1244 Speer Boulevard, Suite 640

Denver, CO 80204

Voice No. (303) 844-3638; Fax No. (303) 844 2780

Colorado, Montana, North Dakota, South
Dakota, Utah, Wyoming

M. Thomas Clark, San Francisco, Regional Inspector
General for Audit

1200 Bayhill Drive, Suite 201

San Bruno, CA94066

Voice No. (415) 876-9220; Fax No. (415) 876-0902

Alaska, Arizona, California, Hawaii, Idaho,
Nevada, Oregon, Washington, American
Samoa, Guam, Trust Territories of the Pacific
Islands, Commonwealth of Northern
Marianna Islands

Domenic A. Zazzaro, Northeast, Reg. Inspector
General for Audit

1425 New York Avenue, NW, Suite 6001
Washington, DC 20530

Voice No. (202) 616-4688; Fax No. (202) 616-4581

District of Columbia, Maryland, Virginia, West
Virginia

David Andelman, NE Area Assistant
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APPENDIX E

28 C.F.R. Part 23

Part 23—CRIMINAL INTELLIGENCE SYSTEMS OPERATING POLICIES

23.1 Purpose.

23.2 Background.

23.3 Applicability.

2320  Operating principles.

23.30  Funding guidelines.

23.40 Monitoring and auditing of grants for the funding of intelligence systems.

AUTHORITY: 42 U.S.C. 3782(a); 42 US.C. 3789g(c).
SOURCE: 58 FR 48452, Sept. 16, 1993, unless otherwise noted.

§23.1  Purpose.

The purpose of this regulation is to assure that all criminal intelligence systems operating through sup-
port under the Omnibus Crime Control and Safe Streets Act of 1968, 42 U.S.C. 3711, et seq., as amended
(Pub. L. 90-351, as amended by Pub. L. 91-644, Pub. L. 93-83, Pub. L. 93-415, Pub. L. 94-430, Pub. L. 94-503,
Pub. L. 95-115, Pub. L. 96-157, Pub. L. 98-473, Pub. L. 99-570, Pub. L. 100-690, and Pub. L. 101-647), are uti-

lized in conformance with the privacy and constitutional rights of individuals.
§23.2  Background.

It is recognized that certain criminal activities including but not limited to loan sharking, drug traf-
ficking, trafficking in stolen property, gambling, extortion, smuggling, bribery, and corruption of public
officials often involve some degree of regular coordination and permanent organization involving a large
number of participants over a broad geographical area. The exposure of such ongoing networks of crim-
inal activity can be aided by the pooling of information about such activities. However, because the col-
lection and exchange of intelligence data necessary to support control of serious criminal activity may rep-
resent potential threats to the privacy of individuals to whom such data relates, policy guidelines for

Federally funded projects are required.



§23.3  Applicability.

(a) These policy standards are applicable to all criminal intelligence systems operating through support
under the Omnibus Crime Control and Safe Streets Act of 1968, 42 U.S.C. 3711, et seq., as amended (Pub.
L. 90-351, as amended by Pub. L. 91-644, Pub. L. 93-83, Pub. L. 93-415, Pub. L. 94-430, Pub. L. 94-503, Pub.
L. 95-115, Pub. L. 96-157, Pub. L. 98-473, Pub. L. 99-570, Pub. L. 100-690, and Pub. L. 101-647.)

(b) As used in these policies: (1) Criminal Intelligence System or Intelligence System means the arrange-
ments, equipment, facilities, and procedures used for the receipt, storage, interagency exchange or dis-
semination, and analysis of criminal intelligence information;

(2) Interjurisdictional Intelligence System means an intelligence system which involves two or more par-
ticipating agencies representing different governmental units or jurisdictions;

(3) Criminal Intelligence Information means data which has been evaluated to determine that it:

(i) Is relevant to the identification of and the criminal activity engaged in by an individual who or orga-
nization which is reasonably suspected of involvement in criminal activity, and

(i) Meets criminal intelligence system submission criteria;

(4) Participating Agency means an agency of local, county, State, Federal, or other governmental unit
which exercises law enforcement or criminal investigation authority and which is authorized to submit
and receive criminal intelligence information through an interjurisdictional intelligence system. A partici-
pating agency may be a member or a nonmember of an interjurisdictional intelligence system;

(5) Intelligence Project or Project means the organizational unit which operates an intelligence system on
behalf of and for the benefit of a single agency or the organization which operates an interjurisdictional
intelligence system on behalf of a group of participating agencies; and

(6) Validation of Information means the procedures governing the periodic review of criminal intelligence infor-
mation to assure its continuing compliance with system submission criteria established by regulation or

program policy.
§23.20 Operating principles.

(a) A project shall collect and maintain criminal intelligence information concerning an individual only
if there is reasonable suspicion that the individual is involved in criminal conduct or activity and the infor-
mation is relevant to that criminal conduct or activity.

(b) A project shall not collect or maintain criminal intelligence information about the political, religious
or social view, associations, or activities of any individual or any group, association, corporation, business,
partnership, or other organization unless such information directly relates to criminal conduct or activity
and there is reasonable suspicion that the subject of the information is or may be involved in criminal con-
duct or activity.

(c) Reasonable Suspicion or Criminal Predicate is established when information exists which establishes
sufficient facts to give a trained law enforcement or criminal investigative agency officer, investigator, or
employee a basis to believe that there is a reasonable possibility that an individual or organization is
involved in a definable criminal activity or enterprise. In an interjurisdictional intelligence system, the
project is responsible for establishing the existence of reasonable suspicion of criminal activity either through
examination of supporting information submitted by a participating agency or by delegation of this
responsibility to a properly trained participating agency which is subject to routine inspection and audit
procedures established by the project.
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(d) A project shall not include in any criminal intelligence system information which has been obtained
in violation of any applicable Federal, State, or local law or ordinance. In an interjurisdictional intelligence
system, the project is responsible for establishing that no information is entered in violation of Federal,
State, or local laws, either through examination of supporting information submitted by a participating
agency or by delegation of this responsibility to a properly trained participating agency which is subject
to routine inspection and audit procedures established by the project.

(e) A project or authorized recipient shall disseminate criminal intelligence information only where
there is a need to know and a right to know the information in the performance of a law enforcement
activity.

(£)(1) Except as noted in paragraph (f)(2) of this section, a project shall disseminate criminal intelligence
information only to law enforcement authorities who shall agree to follow procedures regarding infor-
mation receipt, maintenance, security, and dissemination which are consistent with these principles.

(2) Paragraph (£)(1) of this section shall not limit the dissemination of an assessment of criminal intelligence
information to a government official or to any other individual, when necessary, to avoid imminent dan-
ger to life or property.

(g) A project maintaining criminal intelligence information shall ensure that administrative, technical,
and physical safeguards (including audit trails) are adopted to insure against unauthorized access and
against intentional or unintentional damage. Arecord indicating who has been given information, the rea-
son for release of the information, and the date of each dissemination outside the project shall be kept.
Information shall be labeled to indicate levels of sensitivity, levels of confidence, and the identify of sub-
mitting agencies and control officials. Each project must establish written definitions for the need to know
and right to know standards for dissemination to other agencies as provided in paragraph (e) of this sec-
tion. The project is responsible for establishing the existence of an inquirer’s need to know and right to
know the information being requested either through inquiry or by delegation of this responsibility to a prop-
erly trained participating agency which is subject to routine inspection and audit procedures established
by the project. Each intelligence project shall assure that the following security requirements are imple-
mented:

(1) Where appropriate, projects must adopt effective and technologically advanced computer software and
hardware designs to prevent unauthorized access to the information contained in the system;

(2) The project must restrict access to its facilities, operating environment and documentation to organi-
zations and personnel authorized by the project;

(3) The project must store information in the system in a manner such that it cannot be modified,
destroyed, accessed, or purged without authorization;

(4) The project must institute procedures to protect criminal intelligence information from unautho-
rized access, theft, sabotage, fire, flood, or other natural or manmade disaster;

(5) The project must promulgate rules and regulations based on good cause for implementing its
authority to screen, reject for employment, transfer, or remove personnel authorized to have direct access
to the system; and

(6) A project may authorize and utilize remote (off-premises) system data bases to the extent that they
comply with these security requirements.

(h) All projects shall adopt procedures to assure that all information which is retained by a project has
relevancy and importance. Such procedures shall provide for the periodic review of information and the
destruction of any information which is misleading, obsolete or otherwise unreliable and shall require that

any recipient agencies be advised of such changes which involve errors or corrections. All information

59



retained as a result of this review must reflect the name of the reviewer, date of review and explanation
of decision to retain. Information retained in the system must be reviewed and validated for continuing
compliance with system submission criteria before the expiration of its retention period, which in no event
shall be longer than five (5) years.

(i) If funds awarded under the Act are used to support the operation of an intelligence system, then:

(1) No project shall make direct remote terminal access to intelligence information available to system par-
ticipants, except as specifically approved by the Office of Justice Programs (OJP) based on a determination
that the system has adequate policies and procedures in place to insure that it is accessible only to autho-
rized systems users; and

(2) A project shall undertake no major modifications to system design without prior grantor agency
approval.

(j) A project shall notify the grantor agency prior to initiation of formal information exchange proce-
dures with any Federal, State, regional, or other information systems not indicated in the grant documents
as initially approved at time of award.

(k) A project shall make assurances that there will be no purchase or use in the course of the project of
any electronic, mechanical, or other device for surveillance purposes that is in violation of the provisions
of the Electronic Communications Privacy Act of 1986, Public Law 99-508, 18 U.S.C. 2510-2520, 2701-2709
and 3121-3125, or any applicable State statute related to wiretapping and surveillance.

() A project shall make assurances that there will be no harassment or interference with any lawful
political activities as part of the intelligence operation.

(m) A project shall adopt sanctions for unauthorized access, utilization, or disclosure of information
contained in the system.

(n) A participating agency of an interjurisdictional intelligence system must maintain in its agency files
information which documents each submission to the system and supports compliance with project entry
criteria. Participating agency files supporting system submissions must be made available for reasonable
audit and inspection by project representatives. Project representatives will conduct participating agency
inspection and audit in such a manner so as to protect the confidentiality and sensitivity of participating
agency intelligence records.

(0) The Attorney General or designee may waive, in whole or in part, the applicability of a particular
requirement or requirements contained in this part with respect to a criminal intelligence system, or for a
class of submitters or users of such system, upon a clear and convincing showing that such waiver would
enhance the collection, maintenance or dissemination of information in the criminal intelligence system,
while ensuring that such system would not be utilized in violation of the privacy and constitutional rights of

individuals or any applicable State or Federal law.
§23.30 Funding guidelines.

The following funding guidelines shall apply to all Crime Control Act funded discretionary assistance
awards and Bureau of Justice Assistance (BJA) formula grant program subgrants, a purpose of which is to
support the operation of an intelligence system. Intelligence systems shall only be funded where a
grantee / subgrantee agrees to adhere to the principles set forth above and the project meets the following
criteria:

(a) The proposed collection and exchange of criminal intelligence information has been coordinated

with and will support ongoing or proposed investigatory or prosecutorial activities relating to specific
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areas of criminal activity.

(b) The areas of criminal activity for which intelligence information is to be utilized represent a signif-
icant and recognized threat to the population and:

(1) Are either undertaken for the purpose of seeking illegal power or profits or pose a threat to the life
and property of citizens; and

(2) Involve a significant degree of permanent criminal organization; or

(3) Are not limited to one jurisdiction.

(c) The head of a government agency or an individual with general policy making authority who has
been expressly delegated such control and supervision by the head of the agency will retain control and
supervision of information collection and dissemination for the criminal intelligence system. This official
shall certify in writing that he or she takes full responsibility and will be accountable for the information
maintained by and disseminated from the system and that the operation of the system will be in compli-
ance with the principles set forth in §23.20.

(d)(1) Where the system is an interjurisdictional criminal intelligence system, the governmental agency
which exercises control and supervision over the operation of the system shall require that the head of that
agency or an individual with general policy making authority who has been expressly delegated such
control and supervision by the head of the agency:

(i) Assume official responsibility and accountability for actions taken in the name of the joint entity, and

(ii) Certify in writing that the official takes full responsibility and will be accountable for insuring that
the information transmitted to the interjurisdictional system or to participating agencies will be in com-
pliance with the principles set forth in §23.20.

(2) The principles set forth in §23.20 shall be made part of the by-laws or operating procedures for that
system. Each participating agency, as a condition of participation, must accept in writing those principles
which govern the submission, maintenance and dissemination of information included as part of the
interjurisdictional system.

(e) Intelligence information will be collected, maintained and disseminated primarily for State and

local law enforcement efforts, including efforts involving Federal participation.
§23.40 Monitoring and auditing of grants for the funding of intelligence systems.

(a) Awards for the funding of intelligence systems will receive specialized monitoring and audit in
accordance with a plan designed to insure compliance with operating principles as set forth in §23.20. The
plan shall be approved prior to award of funds.

(b) All such awards shall be subject to a special condition requiring compliance with the principles set
forth in §23.20.

(c) An annual notice will be published by OJPwhich will indicate the existence and the objective of all
systems for the continuing interjurisdictional exchange of criminal intelligence information which are

subject to the 28 CFR Part 23 Criminal Intelligence Systems Policies.
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